LESSON 3:
Using the Working

List and User Notes
Objectives

[ Identify the primary purpose of
the Working List feature.

[1 Compare products using the
Working List.

- [ Identify the primary purpose of




LESSON 3:

3.1 The Working List

3.1.1 What is the Working List?
The Working List allows you to list two or
more products from the result set on the
Product Listing screen in preparation for
comparing them, which will be discussed in
Section 3.1.3. There is no limit to the
number of products that can be added to
the Working List, although only three can be
compared at any one time. Supplier name,
catalog name, product name, part number,
and unit of issue (UOI) are elements in the
Working List.

The Working List is available for the active
session only. It can not be saved. This

means that when you log out of the ECAT
application or if your session is terminated
for any reason, your Working List and any
items you are comparing will not be saved.
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List and User Notes

B =

a https:// medweb, dscp.dla.milf pls/ prods g work_list.p_display_worklist

Working List : |-
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sdmmonline

defense medical matsriel

8%,

Price | TOI
£25.52 |Package| I
£1.93Each r
$3.57 [Each O

Part Number
1223-1000
MED1300121
02540ME

Supplier Name Catalog Name Product Name
[ECAT Test Supplier & Ecat Test Supplier 4 Catalog BEAKER WHAND 1000ML 6/C3 1/PE
[ECAT Test Supplier B Ecat Test Supplier B Catalog [BEAKER GRIFFIN 30ML
[ECAT Test Supplier B [Ecat Test Supplier B Catalog [BEAKER GRIFFIN 6001
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LESSON 3:
Using the Working

List and User Notes
(continued)

3.1.2 Create a Working List

On the Product Listing screen, click the Action checkbox for each product you would like to
add to the Working List. Click the Add to Working List button at the bottom of the

y screen. Click the Working List tab at the top of the screen to view the Working List.
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@ https: //medweb. dzcp.dla.mil/ple/prodAwebobiects.g_search_init.p_get_search_result

Tdmmoniine Product Listin | L
'i« defense medicsl material g i’{_" = worklng Llst Tab
Product Name Search: PULSE OXIMETER (Match Any) Products 1to 16outof 16. [ | (OImmSTmE
. . Items/ | Lead | Quantity .
|[[Supplier{ Catalog) Product Name Part Number | Price [UOI UOI | Time | Ordered Action
ECAT Test Supplier A .
(Ecat Test supplier o Ay Admpier Tube (box of12) | ooy o 379.56 100kl 12 % [
Catalog) for the 840 series Pulse Oximeter
/ -
ECAT Test Supplier A . <«— Action Checkbox
- Carbon Dioxide Sensor for the $255.00
(Ecat Test Supplier A : - 9840SA Each| 1 2 rJ
840 series Pulse Oximeter
Catalog)
ECAT Test Supplier A $306.03
(Ecat Test Supplier A Finger Tip pulse Oximeter 9500C ' Each| 1 2 r
Catalog)
ECAT Test Supplier A $875.16
t Test Supplier A i 2] @ 864773988 " . [Each| 1 2 r
(Eca Hand Held Pulse Oximeter 2 © P
Catalog)
ECAT Test Supplier B .
(Ecat Test Supplier B g‘;f}nweatr; — 12345 $49' Each| 1 2 O
Catalog) . LR
ECAT Test Sunnlier B = o
Reorder List: | Creats a Mew Reordsr stt Add To Working List Button
LAdd to Working List XAdd to ..curder List EAdd to Cart ]
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LESSON 3:
Using the Working

List and User Notes
3.1.3 Compare Products (continued)

To compare products on the Working List, click the Action checkbox for those items
you would like to compare. Click the Compare button and the Compare Products
window will open, listing details of each product side by side. To close the Compare
Products window and return to the Working List, click the Done button at the bottom

of the window. Y
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] hitps:./#medweb.dscp.die. milfpls/prod/g_work_istp_display,_worklis €1 000490001 &niaue_id_+2k=100000035000001 000000005 00002E<ompare. s=43kcompare. =11
?-i; . H H =, g-"-'.‘"L : e
§mmsgine orking List : Toh R Jemmenine... Compare Products ( .
Supplier Name Catlg Name Product Name Part Number| Price |UOI Action Suppliers and Descriptions for Products :
[ECAT Test Supplier A Ecat Test Supplier A Catalog Finger Tip pulse Oximeter 9500C  ($306.03 Each Product 1 Product 2
ECAT Test Supplier A Feat Test Supplier A Catalog Hand Held Pulse Oximeter & 57| 864773988 (5875.16 Fach gf;ﬁ;“:‘ csali alu];‘ Al el ECAT Test Supplier A(Ecat Test Supplier A Catalog)
Price is for a gty of 10 for overnight The bright LED displays, simple operation, and outstanding battery performance make this
er List LAdd to Cart RAdd to User Notes RRemove XRemove All ] - 5 g
delivery product ideal for spot checks or transport monitoring.
Element/Attribute Product 1 Product 2
[Product Name [Finger Tip pulse Oximeter Hand Held Pulse Oximeter
[Part Number 9500C 864773988
[Product Description [Finger Tip Pulse Oximeter Hand Held Pulse Oximeter
Trade Name
OEM Product Name MManufacturer 1. Manufacturer B
OEM Part Number 9500 788493
Quantity Discount Price
1-10 0% $875.16
Price $306.03 R
11-20 10% $787.64
21 or more 15% $743.89
[Unit Of Tssue [Each Each
Items Per Unit of Issue |1 1

While there is no limit to the number of items

you can add to the Working List, you can
only compare up to three items at a time.
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LESSON 3:
Using the Working

List and User Notes
(continued)
3.1.4 Remove Products from the

Working List

To remove an item from the Working List,
check the appropriate Action box and click Y
the Remove button. This will immediately orking osoft Internet Exglorer providad

delete the unwanted item from your list. TR AT T R ———

@ hitps: /#medweb. dzcp. dla. mil/pls/prod/g_work_list.p_display_worklist

3
m
i

You can remove all items from the Working ey

List by clicking the Remove All button. AR Working List ; i §
Supplier Name Catalog Name Product Name Part Number| Price UOI Action
ECAT Test Supplier A Ecat Test Supplier A Catalog Finger Tip pulse Oximeter 9500C $306.03 Each
ECAT Test Supplier A Ecat Test Supplier A Catalog tand Held Pulse Oximeter | @ 864773988 |3875.16 Each| [
[Compare X'Add to Reorder List FAdd to Cart ] [Remove TRemove All]

Remove and Remove All buttons -
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LESSON 3:
Using the Working

3.2 User Notes

3.2.1 What are User Notes?

The User Notes feature enables you to
add or remove notes for a specific product.
A User Note is a personal comment you
have about an item. This page displays a
list containing Supplier Name, Catalog
Name, Product Name, Part Number, Price
and Unit of Issue. You can add a product
to your User Notes page from the Product
Listing or Working List pages. This
manual will demonstrate the process of
adding User Notes from the Product Listing
page, but the same steps apply if you start
from the Working List.

This is an example of
the User Notes page.
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@ hitps: /#medweb.dscp.dla.mil/pls/prod/g_user_notes.p_show_unotes_products ?startnum=1

List and User Notes
(continued)

o
Jemmenine. . User Notes -
4 T
1 to S out of 5.
. Part . .
Supplier Name Catalog Name Product Name Price [UOI Access|Action
Number
ECAT Test Supplier A g‘;‘;l:ge“ Supplier A i oer Tip pulse Oximeter 9500C $306.03 Each Owner |
ECAT Test Supplier A g‘;‘;l;fge“ Supplier A 7.4 Held Pulse Oximeter 864773988 |$875.16 Each/Owner | I
ECAT Test Supplier C g%ftr al:;“ Supplier g oer tip Pulse Oximeter 9500 $402.90 Each Owner |
ECAT Test Supplier C ECAT Test Supplier Mo.untmg Bracket for the model 500 Pulse 8500MB $20.40 FachOwner |
Teal LSl SUpPpIer L |\ - Catalog Oximeter
. ECAT Test Supplier Mounting Bracket for the model 500 Pulse |8500MB
pp ; = .

ECAT Test Supplier D D Catalog Oximeter with Side Bracket W/SB $86.70(Each|Ovmer | [

Notes X'Add to Cart X Remove

L Remove All KAccess
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LESSON 3:
Using the Working

3.2.2 Create a User Notes List
Before adding a user note to an item, you
must ensure that the item is included in the
User Notes list. To include an item on the
User Notes list, follow the steps below.

[ Click the Action Box for the item(s) you

want to add to your User Notes. \

[0 After the appropriate items are chosen,
click the Add to User Notes button.

List and User Notes
(continued)

+3

@ pls/prod/webobjects.g_search_result. showS earchR esult?showitems=208startnum=0&keyword=

Product Listing

i

dmmonline

tense modical material

=

il

This action will add the User Note icon in

the Product Name column. You can view
this on the following page.

[0 Click the User Notes tab to get to the
Product Details page, where you can
type your user note.

ucts 1 to 16 out of 16.

Product Name Search: PW(Match Any)

- _ Ttems/ | Lead | Quantity ;
Supplier(Catalog) Produ e P\art Number| Price |UOI UOI | Time | Ordered Action
ECAT Test Su, "

: Airway Adapter Tube (box of 12) \ $79.56
(Ec:ltog) pplier A for the 840 series Pulse Oximeter s8i0 e Boz|l 12 2 .
EC est Supplier A et

- Carbon Dioxide Sensor for the $255.00
(Ecat Tes lier A o s Pulse Oximeter 9840SA Fach| T~ 2 m;
Catalog)
ECAT Test Supplier A | _ _ O
{Ecat Test Supplier A er Tip pulse Oximeter 9500C — Fach| 1 2
Catalog) L
ECAT Test Supplier A $875.16
(Ecat Test Supplier A Hand Held Pulse Dsimeter (2] 864773988 " o |[Each| 1 2

@
Catalog)
ECAT Test Supplier B :
ECAT Test Supplier B g 414ve for the A series Pul% $499.80
(Ecat Test Supplier B Oximeter 2345 - Each| 1 2 r
Catalog) e L
B N

Current Reorder List: ICreate a Mew Reorder List

LAdd to Reorder List

LAdd to Working List
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LESSON 3:
Using the Working

Once an item is
added to the User
Notes page, a
notebook icon is
visible next to the

Product Name on
the Product Listing
page. (This icon is
not visible on the
User Notes page.)

List and User Notes
(continued)

+3

@ plz/prod/webobjects. g_search_result. showS earchR esult ?showitems=208startnum=0%k eyword=

Product Listing = oy

.
Bl

I

monline

d e medical materiel

13

i,
7
2

Product Name Search: PULSE OXIMETER. (Match Ary) Products 1 to 16 out of 16.

. N . Items/ | Lead | Quantity .
Supplier(Catalog) \Nﬂuct Name Part Number | Price |[UOI UOI | Time Ordered Action
ECAT Test Supplier A
(Ecat Test Supplier A dapter Tube (box of 12) | g0 15 pp | 37956 \po |y g =

for the 848, series Pulse Oximeter il EEE]

Catalog)
ECAT Test Supplier A \
(Ecat Test Supplier A 54352‘;2?3‘“16 Oe’.lsoert:l?r the 9840SA $255' Each| 1 2 m
Catalog) W
ECAT Test Supplier A

: $306.03
{(Ecat Test Supplier A Fincer Tip pulse Oxitheter @ 9500C Each| 1 2 C
Catalog)
ECAT Test Supplier A \ $875.16
(Ecat Test Supplier A Hand Held Pulse Oximeter 2l @ 864773988 Each| 1 2 C
Catalog)
\TleatlL 1o Suppher = Software for the A series Pulse $499.80
(Ecat Test Supplier B Oximeter 12345 o Each| 1 2 O
Catalog) . LR

B - o~

Cwirent Reorder List: |Create a MNew Reorder List

CAdd to Working List Add to Reorder List X Add to Cart X Add to User Notes
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LESSON 3:
Using the Working

3.2.3 Add a User Note

Once you have created a User Notes list,
you are able to add a User Note to an item.
From the User Notes page (accessed by
clicking on the User Notes tab), click the
name of the product for which you want to
add a User Note in order to display the
Product Details page. In addition to
displaying Supplier Name, Catalog ID and
Name, Product ID and Name, Part Number,
Item Description, Price, Unit of Measure,
Items per Unit, Trade Name and
Manufacturer Part Number and Description,
the Product Details page provides a
place for you to enter notes and personal
comments about specific items.

To enter a User Note:

O Click inside the Notes text box. — |

0 Type your note regarding the item.

0 Click Save to save your note. — |

0 Click Done to return to the
User Notes page.

List and User Notes
(continued)

3 B = =

o =

a https://medweb. dscp.dla.mil/ plsf prods g_unotes_notesdata.p_notesdatataudit_id_val=2259%action=08orig_startnum=1

Product Details 5 i

iy

R
)
i

dmmonline

defense madical materiel

Supplier Name: ECAT Test Supplier A

P

Catalog ID: 100 Catalog Name: Ecat Test Supplier A Catalog
Product ID: 50 Product Name: Hand Held Pulse Oximeter
Part Number: 864773988 Ttem Description: Hand Held Pulse Oximeter
Quantity Discouni Price
. 1-10 0% $875.16
Price;
11-20 10% 3787.64
21 or more 15%0 $743.89
Unit of Measure: Each Ttems Per Unit: |1
Trade Name:
Manufacturer Part Number: 788493 Manufacturer Description: Manufacturer B
Notes:| _—»~
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Using the Working

3.2.4 Remove a User Note
You may remove any notes you have
already added.

[0 Click the User Notes tab to go
to the User Notes page.

[0 Click the Action box for the item
whose note you want to delete.

O Click the Clear Notes button.

@ https: /¢medweb dzep.dla.mil/ple/prod/g_user_notes p_show_unotes_products?startnum=1

List and User Notes
(continued)

gb' £
fommenine. . User Notes ¢
1to 5 out of 5.
. Part . ]
Supplier Name Catalog Name Product Name Price [UOI |Access Action
Number
ECAT Test Supplier A g‘;‘;ﬁ;gt Supplier A | cer Tip pulse Oximeter 9500C $306.03 Each Owner |
CAT Test Supplier A EE?LE;St Supplier A .14 Held Pulse Oximeter 864773988 ($875.16 Each|Owner | I
ECAT Test Supplier C gc(;tT ME;St Supplier |pi ver tip Pulse Oximeter 9500 $402.90 Each Owner |
ECAT Test Su ECAT Test Supplier Mo_untmg Bracket for the mode] 500 Pulse 2500MB $20.40 Fach Owner |
C Catalog Oximeter
AT Test Supplier Mounting Bracket for the model 500 Pulze (8500MB
LA e B Mg Oximeter with Side Bracket W/SB BT Ee] By
\ 'Remove All XAccess
Action box
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LESSON 3:
Using the Working

List and User Notes
(continued)

3.2.5 Edit a User Note
You may edit an existing User Note.

P =

[ Click the User Notes tab to go
to the User Notes page.

a https:/ /medweb.dscp. dla.mil/ plsf prod/ g_unotes_notesdata. p_notesdatataudit_id_val=2259%action=0Gorig_startnum=1

- Gzl Product Details . .
[0 Click the name of the product whose g d i
note you want to edit.
Supplier Name: ECAT Test Supplier A
[0 Make the necessary changes to the Catalog ID: 100 Catalog Name: Ecat Test Supplier A Catalog
. Product ID: 50 Product Name: Hand Held Pulse Oximeter
note and click the Save button. Part Number: 864773988 Ttem Description: Hand Held Pulse Oximeter
Quantity Discount Price
- 1-10 0% $875.16
Price:

11-20 10%6 3787.64
21 or more 1594 3743.89

Unit of Measure: Each Items Per Unit: 1
Trade Name:
NManufacturer Part Number: 7358493 Manufacturer Description: Manufacturer B

Test Notes.

Notes:

(p.55)
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Using the Working

3.2.6 Share Notes

You can choose to allow visibility of

notes you author to any or all members

of your User Group. In addition, you can
assign Read Only or Read/Write access
on a user level.

00 Click the Action box for those items
whose notes you wish to share with
other members of your User Group.

O Click the Access button.

O This will take you to the User Notes
Access page.

One thing to keep in mind is that if you want
to share notes from multiple items, you will
have to check each one and set access to it
individually. You cannot check multiple items
and then click the Access button.

List and User Notes
(continued)

@ hitps: //medweb. dscp.dla.mil/pls/prod/q_user_nates.p_show_unotes_products ?startnum=1

e
= i |
s dmmoniine | User Notes
}-’ W
1to S out of 5.
. Part : .
Supplier Name Catalog Name Product Name Price [UOI | Access Action
Numiher
ECAT Test Supplier A g‘;‘;l;fge“ Supplier A \pinoer Tip pulse Oximeter 9500C $306.03 [Each|Owner | [
BEAT Test Supplier A g‘;‘;l;fge“ Supplier A |4 Held Pulse Oximeter 864773988 |$875.16 Each/Owner | [
ECAT Test Su\c~pp]ier ECAT Test Supplier b0t tip Pulse Oximeter 9500 $402.90 [Each|Owner | [
i 7
ECAT Test Supplier C gcé;r mZ;St ML e Gl U B I LUIET 5 | n e $20.40 Each Owner(
N
. ECAT Test Supplier [Mounting Bracketfor the model 500 Pulse [§500MB —
ECAT Test Supplier D D Catalos Oximeter with Side Dia W/SB $86.70 Each Owner;’ ]

LAdd to Cart

d > ole, O
deld O dl€
e 0 perso
D 0,
O Ole

Action checkbox

(p-56)



LESSON 3:
Using the Working

List and User Notes
(continued)

By default, only you can see your User Notes when you access ECAT. Sometimes, though,
you might want to let others see them. To grant other users access to your User Notes,
select a user from the Available Users listbox, then click the Add button to move the
user to the Current Users listbox.

hittps: f mochwsl, dsop.dla.enild plaf prodd user_notes_acoiss.p_prociss, FanStar B abjects.user_notes_acoess, p_prooess_sccess_uses fanSt

-?dmenfne ..... _ User Notes Access %'dmmen!nﬁ ..... _ User Notes Access
l.e Users - Current Users A[%lﬁ;-_mgh
i s |
A
Lro:ie ] L Dorie ]
0 Highlight appropriate user in [0 User appears in the Current Users box.

Available Users dropdown box.
O Click the Add button.

(p.57)
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List and User Notes
(continued)

The User Note Access page gives you
a lot of flexibility when you set the access
rights to your User Notes. Y

0 You can add multiple users to your - 8 2 (F
ACCGSS ||St by h|ghl|ght|ng eaCh user and {&] ohjects.user_notes_access,p_process_access_userfanStarthum=1EanNoteld=2259 avAccessRequest=add®avavailableUsers=MaYSIGRavAccessRights=Read+ Only
C||Ck|ng the Add button. gd!’?m?'?"ﬂ‘?. User Notes AcceSS :

O You can grant different users
different access rights on the same list Tvaila Current Users Access Rights
by changing the option in the Access
Rights dropdown box for each user
before clicking the Add button.

TRAINING_USER_1
TRAINING_USER_1
TRAINING_USER_11

0 You can change a Current User’s
access rights after he/she has been
added by highlighting the user in the
Current User box, changing the option in
the Access Rights dropdown box, a
clicking the Update button.

0 Click Done when you are finished setting
access rights to your User Notes to
save your changes.

(p-58)
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Using the Working

List and User Notes

3.2.6.1 Types of Access (continued)

After you have granted users access to your
notes, you must set the users’ access rights
by selecting from the Access Rights list-

box. There are three types of rights that can  y
be granted to a user:

00 Owner 2 S

D ReadIWrite a objects.user_notes_access.p_process_access_userfanStarthum=1GanMNoteld=2259%avAccessRequest=add®avivailablelUsers=tmaYSIGRavaccessRights=Read+Only)
o :

[0 Read Only ¥dmmonline User Notes Access :

st

Owner - The creator of the note is
automatically considered the Owner of the

) Available Users Cwrrent User: Access nghts
note, granting the creator Owner status. The W7 oD e - USEETTN, |Read On‘f
Owner has the right to add, delete, or edit the TRANING AT _Uptiate |

. e . TRAINING_USER_1
note. This user also has the ability to assign TRAINING_USER 1
. . TRAINING_USER_1
access rights to the note. Owner status is TR SRR
transferable among users. However, be
aware that once Owner status is transferred, @<

the original Owner retains merely Read Only
privileges to the note.

Read/Write - A user with Read/Write privi-
leges has the same note modification privi-
leges as the Owner, but this user cannot
change other users’ access rights.

Read Only - A user with Read Only privi-
leges may view the note, but this user does
not have the right to modify it or change other [ I I =
users’ access to it in any way.

After you have selected the appropriate level of access for each user with
access to your User Note, click the Done button to apply your changes. (p.59)



Below are a few questions designed to reinforce the material presented in the preceding lesson.
Please take a few minutes to carefully read and answer them. The answers can be found in Appendix F.

Questions

What is the primary purpose of the Working List?

a. To allow you to list two or more products from the result set on the Product Listing screen in preparation
for comparing them

b. To allow you to create a list of items that you order on a recurring basis

c. To provide a place for you to enter notes and personal comments about specific items

d. To allow you to place items you want to order in the Cart for purchase

What is the maximum number of products can be simultaneously added to the Working List?
a. Three b. Ten c. Unlimited d. Two
How do you save the Working List?

a. Click the Save button at the bottom of the Working List page

b. You can't

c. The Working List is saved automatically when you leave the page
d. Click the Working List tab

How do you add items to the Working List from the Product Listing screen?

a. Click the Working List tab. Check the Action checkbox for each item you would like to compare.
Click the Compare button

b. Begin on the Product Listing page. Click the Action checkbox for each product you would like to add
to the Working List. Click the Add to Working List button

c. Click the Working List tab

d. Check the appropriate Action box in the Working List. Click the Remove button

(p-60)



Questions

. What steps would you take to compare items from the Working List?

a. Click the Working List tab

b. Click the Suppliers’ names for the items you would like to compare

c. Click the Working List Tab, and click the Compare button

d. Click the Working List tab, check the Action checkbox for each item you would like to compare,
and click the Compare button

. What is the purpose of the User Notes feature?

a. To create lists of items you order on a recurring basis

b. To provide you with additional information about the product

c. To enable you to add, edit, or remove a personal comment about an item
d. To allow you to receive additional information about a supplier

. From which two pages can you add a product to the User Notes page?
a. The Product Listing and Working List pages

b. The Reorder List and Working List pages

c. The Cart and from the Reorder List page

d. The Product Listing and Reorder List pages

. By default, who has access to the User Notes you create?
a. All members of your User Group

b. Group Administrators

c. Order Authorizers

d. Only you do

(p-61)



Questions

9. Which of the following statements does NOT describe the User Notes Access page?

a. Multiple users can be added to an Access List by highlighting each user and clicking the Add button

b. Different users can be granted different access rights on the same list

c. The User Note Access page is not very flexible, since only you can ever see your User Notes when
you access ECAT.

d. A Current User’s access rights can be changed after he/she has been added

(p-62)



